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1. Abbreviations

ABFO Area Budget and Fiscal Officer

ADO Authorized Departmental Officer

ADODR Authorized Departmental Officer’s Designated Representative
AIMS Agreements Information Management System

AO Administrative Officer

ARIS Agricultural Research Information System

BA Budget Analyst

BPMS Budget and Program Management Staff

EAD Extramural Agreements Division

FMD Financial Management Division

FRC Federal Records Center

FSR Financial Status Report

HHS/PMS  Health & Human Services/Payment Management System
AO/T Administrative Officer/Technician

NFC National Finance Center - ARS Operations

ONP Office of National Programs

PA Program Analyst

Pl Principal Investigator

RL Research Leader

2. Definitions

Authorized Departmental Officer - an ARS employee with delegated authority to negotiate,
award, administer, and closeout agreements.

Authorized Departmental Officer’s Designated Representative - an ARS employee that
serves as the Agency’s technical representative, acting within the scope of delegated authority,
who is responsible for participating with the Cooperator in the accomplishment of a cooperative
agreement’s objectives, monitoring and evaluation of the Cooperator’s performance.

Cooperator/Recipient - any State cooperative institution, State department of agriculture,
college, university, other research or educational institution or organization, Federal or private
agency or organization, individual, or any other party identified by ARS to participate in
extramural projects.

Deobligation - The process of removing unexpended funds previously obligated from a
terminated or expired agreement.

Extramural Agreement - any of the following instruments: Non-Funded Cooperative
Agreement, Specific Cooperative Agreement, Standard Cooperative Agreement, Incoming
Agreements, i.e., Trust Fund Cooperative Agreement and Reimbursable Cooperative Agreement,
Assistance-Type Cooperative Agreement, Grant, Research Support Agreement, Memoranda of
Understanding. These agreements are awarded or accepted by ARS under the following
authorities: 7 U.S.C. 3318(b); 7 U.S.C. 3318(c); and, 7 U.S.C. 3319a.
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3. Introduction

Closeout is an integral part of and the final step in the agreement life cycle. Closeout activities
may include:

= Processing any final payment requests or collecting overpayments made to the
Cooperator/Recipient by ARS.

= Final assessment of the Cooperator’s performance under the agreement through receipt
of the final Performance Report.

= Final assessment of the financial status of the cooperative agreement through receipt of
the final Financial Status Report.

= Providing final performance and financial status reports to the Sponsor as required by
the terms and conditions of the agreement.

= The disposition of property and/or equipment (if applicable).

= Final reconciliation of the account(s) in the accounting system, which includes
collecting payments on incoming accounts.

= Execution of closeout in HHS-PMS (if applicable).

= Execution of a closeout action in ARIS/AIMS; which may include, reducing the
obligation and/or changing the termination date of the agreement.

= Archiving of the official file.

The agreement closeout process will require close coordination between the ADO, ADODR,
AO, ABFO or BA, PA, and the Pl and/or Sponsored Program’s Office for the Cooperator,
Recipient or Sponsor. Close coordination between the functional experts is critical.

4. Policy

The ADO is responsible for initiating and coordinating all closeout activities and ensuring that
all activities are executed timely and properly. If the Cooperator/Recipient does not provide the
required final reports or other documents within 180 days from the initial request, the ADO shall
take unilateral action(s) to officially close the Extramural Agreement.

To begin the closeout process, the ADO, through the ADODR, shall request the Cooperator to
submit all final Financial Status and Performance Reports and any other project deliverables, no
later than 90 days after the completion, termination or expiration of the project. If a final
payment request is pending, it shall not be processed until all required final reports have been
submitted by the Cooperator and accepted by the ADODR.

When incoming funds are involved, the Agency must meet the Sponsor’s financial and
performance reporting requirements as outlined in the incoming agreement to facilitate closeout.
The ADO shall coordinate all closeout activities with administrative, program, and financial
personnel to ensure the reconciliation of obligation and disbursement information in HHS-PMS,



the financial system, and ARIS/AIMS for complete closure of Extramural Agreements. If a
Federal obligation remains, which has not been paid to the Cooperator, it shall be deobligated in
the accounting system and removed from HHS/PMS (if applicable). Any remaining balances
from advances or overpayments held by the Cooperator shall be refunded to ARS within 90 days
after the completion, termination or expiration of the project (applies to outgoing agreements
only). All reimbursable accounts must also be reconciled in the accounting system.

Finally, the ADO shall transfer or retire the official file to the FRC following closeout.

5. Responsibilities
ADO Responsibilities:

The ADO is responsible for initiating and coordinating all extramural agreement closeout
activities.

Closeout activities include:

e Providing written notification to the ADODR that an agreement is due to expire no later than
60 days prior to the agreement’s expiration date.

e Determining if performance will continue under the agreement.

o If performance is continuing, closeout is not necessary; however, an amendment to
extend the period of performance must be executed. Agreements must not exceed the 5
year statutory limitation (7 U.S.C. 3318 (c)).

o If performance is not continuing, closeout is necessary.
e The ADO will take the following steps:

> Obtain or provide (for incoming agreements) the final FSR, Performance
Report, and Payment Request (if applicable).
(Exhibit 1)

» Process final payment requests.

» Reconcile the agreement’s obligation and disbursement information with
the final FSR and the accounting system.

Note: The ADO must work with the ABFO/BA or HQ/FMD to reconcile
the systems and/or accounts.

> Initiate closeout in ARIS/AIMS. (Exhibit 2)

Note: A deobligation of funds and/or change to the agreement’s
termination date may be necessary to close out the agreement.



» Reconcile the agreement’s authorization, disbursed, and charged amounts
in HHS/PMS and initiate the HHS/PMS closeout process. (Exhibit 3)

Note: The authorization, disbursed, and charged amounts must match in
HHS/PMS before the agreement can be closed. Reducing the HHS/PMS
authorization may be necessary.

» Ensure that any reimbursable accounts remaining open are reconciled and
closed in the accounting system (if applicable).

» Make distribution of the fully-executed closeout amendment and
Deobligation/Closeout Letter (Exhibits 4 and 5) to the:

e Cooperator/Recipient

e ADODR

¢ AO

o PA

¢ ABFO to execute the closeout in HHS-PMS (if applicable)

e NFC (with copies of FSR, HHS/PMS screens, and accounting system
screens)

o Agreement file

» Archive the official agreement file.
ADODR Responsibilities:

The ADODR is responsible for:

e Obtaining or providing (for incoming agreements) final performance and financial status
reports from the Cooperator and forwarding approved reports to the ADO.

e Obtaining final payment requests, as applicable, and forwarding approved requests to the
ADO for payment processing.

e Ensuring patent invention reports and requests to publish (ARS-115) are entered into the

ARIS License and Invention and Research Doc. Modules, respectively. Refer to ARS/Office
of Technology Transfer and ONP for further guidance.

o Verifying Cooperators invention disclosures are reported via i-Edison.

e Preparing and forwarding equipment and property disposition reports to the ADO.

e Notifying location and Area personnel that agreement is complete and all reports have been
received and forwarded to the ADO.



AO/T Responsibilities:

The AO/T is responsible for working with the administrative personnel, as appropriate, to assist
the ADO and ADODR with the agreement closeout process.

/sl SHERRI L. CARROLL

SHERRI L. CARROLL
Director, Extramural Agreements Division
Administrative and Financial Management

5 Enclosures

Exhibit 1 - Sample Notification Letter of Expiration and Request for Reports
Exhibit 2 - ARIS/AIMS Closeout Procedures

Exhibit 3 - HHS/PMS Closeout Instructions

Exhibit 4 - Sample Deobligation Letter

Exhibit 5 - Sample Closeout Letter



EXHIBIT 1

Sample Nottication Letter of Expiration and Requests for Reports

USDA
— |
United States Department of Agriculture

Research, Education and Economics
Agricultural Research Service

Date

Attention:
Name
Address (send via e-mail)

RE:  Agreement NO. XX-XXXX-X-XXX
Title
Principal Investigator

Dear:

Our records indicate the referenced agreement has expired/is due to expire on (Enter Date). To
assist us in closing the file, please forward the information as indicated below:

Final Financial Status Report

Final Technical/Progress Report

Request for Final Payment/Final HHS Drawdown
Property Inventory Report and Assurance (as applicable)

X X X X

If you should have any questions, please do not hesitate to contact me.
Sincerely,

NAME
Authorized Departmental Officer

cc: (send via e-mail)
ADODR
AO
Agreement File
Oes

Address for Servicing ADO
An Equal Opportunity Employer



EXHIBIT 2

AGRICULTURAL RESEARCH
INFORMATION SYSTEM
(ARIS)/AGREEMENTS INFORMATION
MANAGEMENT SYSTEM (AIMS)
CLOSEOUT PROCEDURES
FOR
EXTRAMURAL AGREEMENTS

September 2009
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A. Outgoing Agreements

1. Without Deobligation of Funds

The ARIS Project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created.

Creating a Work Record

*  From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.
= Verify Status is expired.
Note: If project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.

& Agricultural Research Service - ARS

":{E Agricultural Re searc h Infarmation System (ARIS) - Active
Eile Edit fSaibll Record Forms Prints Reports Help
3 | 1 CreateWork Record (D, L, X, CRADA, InterAgy onhy) | ff» %

J§ Sreate WorkRecord- Amendment - -
@ reate Work Record - Correction 7 Active Projects

411122 Modecode |12 |65 90 |00 sStatus | Expired ||

tecord - Closeout

List || Proj Query Screen CODES  Agreemertinfo  DealingsEthics Budget Resp Team  Signatures
Display Total
Status Start Date Term Date

Ac
— Mark All Records

de |
r [oa ETE Expired 04/01/2001  [03/31/2006 |~
) [o2iEEarAlREtors [00 [Expired [o7/01/z000  |06/30/2005
r [oaosezz  [0z10 [2z310[00z [s&s [0z [10[o0[o0 [Expired los/z0/2003  [08/13/2008
I [0sos04z  [0500 [000ss(oo1 [oalc [0z oofoofoo  [Expired [os/01/2001  [08/31/2006
I lo14s430 (0322 [sssss(oo1 [oolp [o3[zz[oofoo [Expired l10/01/72001  |o9/30/z003
r [0ao3eza  [0z10 [2z310[00z [oolp [0z [10[o0[00 [Expirea [os/0s/z005  |05/08/2010
I [0140133  [5301 [s88as(o0z 0o/ [53[01fo0[o0  [Expired [og/01/z000  [0s/30/2008 —
I [o1a7es5 | [s330 [essss[777 (000 [53[30([00f00 [Expired [10/01/1396  [03/30/1999
r [o1a70s1  [s330 [sssss[9s9 [oojp [53[z0[00[00 [Expirea [10/01/1996  |[09/30/1999
i [0a1112z  [1265 [31000[098 [0zs [12[e5[50[00 [Expirea [07/15/z006  [07/14/2008
[ [0a13077 [s30z [z1220[004 (1500 [53[02[15[15 [Expired os/01/z007  |oa/31/zo08
r [0a03s1a  [6404 [z12z0[004 (045 [64[04[05[00 [Expirea [03/01/z000  [0z/z8/2005
r [0a0e487 [640z [z1000[004 [0zs [64[0z[15[00 [Expirea [07/13/7z001  [07/12/2006 |«

Record: 1047

TYUIT L - wITULT VVUIN INCULUI U - wIvoTuUuL

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 1).
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& Agricultural Research Service - ARS

Tr9Agricultural Research Information System (ARIS) - Active

Eile Edit Action Record Eorms Prints Repords Help
(@8I0 44> PG G g ? )
AF5I§ 416/417 Active Projects
g_,__,..—i'""‘ Proj 1265 |31000 098 [0z |S| Accn 0411122 | Modecode |12 |65 90 |00 | Status Expired :]
Ust | Projectinfo | OWApoKey investlors | STPICodes | 417 CODES | Agreementinfo. DesingsiEics | Budgel Resp Team | Sonetures
Accession Project Ho || Modecode ~ Status | StartDate | TermDate
] ‘0405256 | Dz01|2z000 L Lo oo T i 03/31/2006
[] 0403746 | 0500 |00031 Ll iails
[] 0406623 | 0210/22310 08/19/2008
[] (0405042 | 0500|00059 08/31/2006
[] 0146430 | 0322 |8ss8s
[] 0403424 | 0210|22310
[] 0140133 | s301
[] 0147665 | 5330
[] 0147051 | 5330 888889 09/30/1999
i |iESEEEE | |1265|31000 0z|5| |12|65/90/00] Expired |07/15/2006 | |07/14/2008
(] 0413077 | 5302 |21220/004 |19J] 53|02|15/15 Expired los/01/2007 | 08/31/2008 |
[] 0403514 | 6404 |21220/004 |045| 64|04|05/00 Expired |03/01/2000 | 02/28/2005 |
(] 0404487 640z [21000/004 |02 S| |64|02/15/00 Expired [07/13/2001 | 07/12/2006 |-
| Processing... Active to Work, Please wait...
‘Record: 107 [ |
.IMUI AV (R ALCY ANV EN BNV VIV) BV B I | UU\a\J\JIIIs L) \IUIIIPI\‘LD

The system will state “Marked Record Processing is Complete” (Figure 2).

» Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record for Closeout

= Select “Work” and “416/417/Agreements.”
The 416/417 Records list screen will be displayed.

= Mark the box to the left of the project that requires the closeout amendment or query the project
number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.

12



& Agricultural Research Service - ARS

*em Agricultural Research Information System (ARIS) - Work

Eile Edit Action Record Eorms Prints Help

I R A R I T S G A
%Iﬁ 416/417 Records

Yo9itd proj (1265 [31000 098 [0z [3 Acen (0411122 Modecode [12 (65 (90 (00 Status |Exnired -]
List Project Info | Objiappiey Investigators  STP/Codes 417 CODES  Agreement Info  Dealings/Ethics Budget Signatures

*Modecode (12 |65 (90 (o0 2]
*Projectho [1265[31000(098 [0z ‘Tvee [S - Specific Cooperative Agreement '] *Status [EXPiIEd M|

‘Project Title |y1GH DENSITY BOVINE SNP GENOTYPING PANEL DEVELOPMENT
*Start Date [07/15/2006 ‘Term Date [07/14/2008 D'?f 14/2008 LI
(mmns}
Current i
Agr Status = Closed
INC. [san pIEGO ch |[UNITED STATES

Agreement

[s8 [1zes[e [ 087 [ [ ControlHo 16009

® s [
SAES ™ Other None Award Date |08/23/2006
Agr Status [C losed

Remarks |1] This amendment officially closes the agreement, which has reached its
term date -

Record: 171

IUUI\/\J 1 IUJ\;UL IV wuv
= Verify the “Agr Status” is “Closed” (Figure 3).

= Ifthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly
(Figure 3).

The following closeout statements will populate the “Remarks” field. Additional remarks may be added
if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) The final performance and financial status reports have been received.

3) Final payment has been made. (Not applicable to NFCAs and MOUSs.)

4) All other terms and conditions remain unchanged.

= |If the termination date was updated, add the following statement to the closeout remarks in the
“Remarks” field: “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the
project early due to completion.”

= |f changes have been made, save the record.

= Select the “Agreement Info” tab.
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& Agricultural Research Service - ARS

*em Agricultural
File Edit Action Record Eorms Prints Help
Q€ Nzl 4 4r pI&GIE
RIS . '
Fding =v Agreenen Modecode [12 [65 [50 [00 | Stetus [Expired -

'Extension of Time with Added Funds

Agr Info | Desingsfthics  Budget  Sigr

[ List 1 Proje Add / Deobligate Funds Only

Congressionally Mandated | No o

Multi Year [ n )

Fund Total | [
Related In-house

Projecto [1265 (31000 (09 [oop 2] AccessionHo (0412358

—
Project Title |ENHANCING GENETIC MERIT OF DAIRY CATTLE THROUGH GENOME SELECTION AND =
ANALYSIS

D

%

Reason Research can not be Performed by AR

Collaborators are providing reagants that are developed as part of this

collaboration.

Relevance to Parent Project:

Record: 11

1]

I TYUT L T 7yl CUliiciic iniiv wau

= Select “Other” from the “Request Type” drop down menu (Figure 4).
= |f changes have been made, save the record.

If no changes are required in AIMS, proceed to the Printing instructions on Page 16. Otherwise, follow
the instructions below.

= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.
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& Agricultural Research Service - ARS

"2_51 Agricultural Research Information System (ARIS) - Work - AIMS
File Edit Forms Repors Prints Help NeW
SIRDMN = & Amendment
E% l_s Agreement Information Number
I AgreementNo (55 [1265 (6 | 087 | |  Control [16009  Amendment No [0z on (YH) |1
ProjectHo 1265 31000 (098 [0z (s~ Accn Mo [4111
Agreements || Agy/ADODRFinance  Cooperator Info P p isions.
*Type of Agreement (B8] |SPECIFIC COOPERATIVE AGREENENT 7|
Specialist
*Hame (Last,First,Mi,Suffix) |V ILKINS [nary L | Ed|

Authority|7 U.S5.C.3318 (b)

Period of Agresment

Start Date [07/15/2006 erm Date |07/ 14/2008 Duration (Months) |2 4
Prior Obligation §496,400.00 Chi $0.00 Total | §456,400.00

Comments |1, This amendment officially closes the agreement, which has
reached its term date ==
2) The final performance and financial =tatus reports have been

e A -

Record: 111 .. | Listof¥alu..

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct
(Figure 5). If it is not correct, return to the “Project Info” tab in ARIS and update it accordingly.

The following closeout statements will populate the “Comments” field. Additional comments may be
added if necessary. If the comments are modified, you must modify them in ARIS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) The final performance and financial status reports have been received.
3) Final payment has been made. (Not applicable to NFCAs and MOUSs.)
4) All other terms and conditions remain unchanged.

= If the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to
completion.”

Note: The system automatically enters the new amendment number in the Work record (Figure 5).

= |If changes have been made, save the record.
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Note: The system automatically clears all of the selections on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 6).

B Agriculiural Ressarch Service - ARS & Agricutiural h Service - ARS

tural Fesearch Infor

Eile Eda Forms Bepors Erints Heip Eile Eat Forms Bepors Erints Help
Sl T OH & ARSI AL N
@ Agreement Information E[s Agroement Information
? _ _ = — ==
= AgreementWa (55 [1265 [6 | 087 | | Cootrat [15008 Amendment Ha 02 Correction (VM) (1 ol pgwementhio[s5 (1265 [6 | 087 [ [ Control[15009 Amendment o (2 Correstion (M) 1
Projoctio [1265 31000 [os8 [0z [5 Acenio (411182 Projectio 1265 1000 fos0 [0z |5 MecnMo (431322
|=ms = Wo | peymenekepon | [ Provikns | [ mgeemerts | MgysnceRFrance | Copersocinin || Pamertfepod | frovsins
™ s r Agreoment inchades the folowing Other (Specify)
I ARS Recemes Funds I Advance Payment Authoriznd I Statement of Werk T An-sear Aueplasion
I Pro-Award Costs Authorized Itnw - o caes y Concred Tra
L ere C Indmidusl
- e r r I~ Buxdget (Fearm REE455) I USDA Civil Rights Poster (AIMTSA}
[r— [r— I auarterty Proveses for: [” REE26 Certification Regasding Performing Orgn Type
I el I e [ X r
™ rest T Finat ™ rowt r
[ TFCA wnd RCA { CFR Pt 550 aned REE-22) ™ Astuchument A~ RSA Monthly Mansgement Reporting Template
el anm.num-ﬁn Z“"'-"‘M“a
" ancor 1™ Spansoring Organization ™ Ao
i E diongov
Record: 11 Record 11

= Exit AIMS.

416/417 Records list screen will be displayed.
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Printing
= From the 416/417 Records Screen, highlight the project that you want to print.

B Agricultural Research Service

| e e 2 e Com—
ARIS == ARis s
ﬁ%_x Pedlszes Fioo — =y e YL o 0300 10003 et g+ gy o 0 100 00 60 smEspiced
s |t | Compst st | okt [Comment| (G5 S9nature Remaks Reporl  Eract Page [Desrgerics Bk Sebans.
ARS11S
_ Aceession | Date: Term Bate Accession Praject Wo T Modecode Start Date Term Date
W [oa1112z [1265 31000fose 0z [3 [12 5/2006 [07/14/2008 = w 0403746 [0500 (000310001 01 |3 [oojoo [Expirea 07/01/2000  |06/30/2005 =
L [ — I [ " [o40s04z [0500 [ooosafoo1 (o4 [¢ [oz[oo[oc[oo [Expized  [os/01/z001  [o6/31/2006
1] [ I [oa1112z [1265 (310000098 [0z |5 [12[6s[sofon [Expizea  [07/15/z00s  [ov7/13/z008
r AEEEE [ I [o411z34 [1275 [z2000(248 (03 |G [12[75[25/00) [Expirea  |DB/20/2006  [09/30/2007
= O o [ I [ososies [1275 [z1220(zz1 (08 [m [12[7531[00 [Expired  [03/01/2005  [08/30/2008
] [ [ [ I [od1z9z1 [1952 [z16300004 05 [ [15(32[os[oo) [Expizes (1070172007 [12/33/2007
" [ [ [ I [o4ceaze [1935 [az00afoes jo: |5 [18[35[25[00 [Expicea [os/z7/z004  [os/28/2009
= [ [ [ I [osn1ss1 [s438 [3z000(0z8 (03 |7 [54[38[05[30 [Expirea  [05/01/z007  [07/31/z008
L I | [ I [To4:z96n [5438 [32c00foze (07 (7 [54[38[05[30 [Expizea 03/01/2008  [09/30/ 2008
L C [ | [ ] I [To409712 [s447 [12620(002 jo2 [T [54[47[0S[o0 [Expizea  [08/07/2007  [05/15/2008
= | | [ [ I [ - I [Tos1aszz [623s 112100006 |67 [ [62[35[15[00 [Expirea  [07/z4/z008  [05/30/200B =
Add Projoct | | | Ada Project Delete Project | Appaowe Muliple #16s |
Receet: 111 z Racons 117

= To print the AIMS information, select “AIMS Agreement Information” from the drop down
menu and then select “REE-451 with Comments” (Figure 7a).

= To print the AD-416/417, Executive Summary, select “AD416/417” from the drop down
menu and then select “Exec —Pg1” (Figure 7b).

The document will display as a PDF file.

= Select “File” and “Print” from the drop down menu or select the Printer Icon = from the Tool Bar.
* Click “OK” and the PDF file will print.

= Close the PDF file.

The 416/417 Records list screen will be displayed.

17



Approving the Record for Closeout

= Select the “Signatures” tab.

& Agricultural Research Service - ARS

’.'E:E Agricultural Research Informat m (ARIS) - Work

Eile Edit Action Record Eorms Prints Help
Q€ Nz G4 d4rp &G g
RIS 416/417 Records
=i Proj |1265 (31000 (098 |0z |3 Acen (0411122 Modecode (12 (65 90 |00 Status|Expired
st Proectinio Commerts  OtApmiey 417CODES | Agreementinfo DesingsiEhcs | Budgel  Six
Title Hame(Last,First,MI,Suffix) Date Approve Disapp
Research Leader | [ [ r r r. 8
CDADDAD [ [ [ [ r r. =
Ao [ [ [ [ r r. 8
ABFO [ [ [ [ r r . H
Area Director | = | [ | r r r. 5
ADO (4069 (2] [cREGOR |BERNADETTE |[E | lo7/08/2008 I T r. =
- Headquarters
WPL | @Al | . T r. =
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L3 | @ | [ [ r - r. =
woms [ 2 [ O Cor r.m
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Record: 171
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= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 8).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.
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Outgoing Agreements

2. With Deobligation of Funds

The ARIS Project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created. All funds remaining on an agreement must be
deobligated.

Creating a Work Record

* From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the toolbar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.
= Verify Status is expired.
Note: If project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.

& Agricultural Research Service - ARS
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Eile Edit el Fecord Eorms Prints Reports Help
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Create Work Record - Amendment
E_g!—?} Create Work Record - Correction 7 Active Projects [—
5 C Work Record - out r411122 Modecode (12 [65 [90 [00 | stetue Expired =
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S i 1 1 1 | | |
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 [0a034z4 [0z10[22310[00z [00)p [0z [10[00[00 [Expired 05/09/2005  |05/08/2010
 [0140133  [s5301 [sesss[ooz [oop [s3[oifoofoo  [Expired [08/01/z000  [08/30/2008 —
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r [o1a7051  [s330 [sesss[sss [oop [s3[z0[o0foo  [Expired [10/01/1996  [08/30/1999
W 0411122 [1265 [31000[098 [02/s| [12]6s[s0[00 [Expired [07/15/2006  [07/14/2008
[~ [0413077 [s302 [z1220(004 [1900 [s3(0z[15[15 [Expirea |oos01/2007  |08/31/2008
I~ |o403514 6404 [21220[004 045 [64|040S[00  [Expired |o3/01/2000  |D2/28/2005
I |o404457 640z [z1000[004 [0z s (64021500 [Expired |o7/13/2001  |07/12/2006 -
Record: 10/
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= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 9).
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The system will state “Marked Record Processing is Complete” (Figure 10).
= Click “OK” and the Work record will be created.
= Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record for Deobligation and Closeout

= Select “Work” and “416/417/Agreements.”
The 416/417 Active Projects list screen will be displayed.

= Mark the box to the left of the project that requires the deobligation and closeout amendment or query
the project number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.
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Record: 111 .. | Listof¥alu...

Figure 11 - Project Info tab
»  Verify the “Agr Status” is “Closed” (Figure 11).

= Ifthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly
(Figure 11).

The following closeout statements will populate the “Remarks” field. Additional remarks may be added
if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) The final performance and financial status reports have been received.

3) Final payment has been made.

4) All other terms and conditions remain unchanged.

= |f the termination date was updated, add the following statement to the closeout remarks in the
“Remarks” field: “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the
project early due to completion.
= Add one of the following statements to the closeout remarks:
= For deobligations: “This amendment deobligates $(enter amount) in remaining funds.”
= For Transfer of Disbursement Authority: “This amendment is processed to transfer the
disbursement of authority in the amount of $(enter amount deobligated) to Agreement # (enter the

new Agreement #, if available). This is not a deobligation of funds. ”

Note: For RSAs, funds cannot be transferred to a new agreement.

= Save the record.

= Select the “Agreement Info” tab.
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o
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Figure 12 - Agreement Info tab

Select “Add/Deobligate Funds Only” from the “Request Type” drop down menu (Figure 12).
If changes have been made, save the record.

Select the “Budget” tab.

Note: For RSAs, all Budget data is entered in AIMS (Figure 17 and Figure 20).
The 416/417 Records Budget Screen will be displayed.
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Figure 13 - Budget tab

= Select “Add” at the bottom of the screen (Figure 13).

To complete the Budget tab, you need the funding project number, the Log Number (if the funding
project is an incoming agreement) or the Accession Number of the funding project to be deobligated (not

the Agreement Accession number).

Note: Utilize the 416/417/0Outgoing Agreement (550a) in the file to identify the funding project, fiscal
year, and accounting code.

& Agricultural Research Service - ARS
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Figure 14 — Completed Budget tab
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Follow the applicable step below to complete the Budget tab:

A. Funding Project Number (found on the Budget Page of 416/417)

= Click the question mark = next to the “Funding Project” and select the funding project number to be
deobligated from the list of values (LOV) (Figure 14).

The “Accession No” will automatically propagate on the “Budget” tab.

= Enter the “Accounting Code,” negative dollar Amount, and fiscal year.

B. Log Number (found on the 416/417)

If the funding project is an incoming agreement and/or the funding project number is not available:

= Click the = next to the “Log N0” and select the log to be deobligated from the LOV (Figure 14).
The “Accounting Code” will automatically propogate.

= Enter the negative dollar Amount and fiscal year.

C. Accession Number for the funding project (not the Agreement Accession number)

If you do not have the funding project number or the log number:
= Enter the “Accession No” of the funding project to be deobligated (Figure 14).
The “Funding Project” and/or “Log No” will automatically propagate.
= Enter the “Accounting Code,” negative dollar amount, and fiscal year.
Note: When deobligating funds, only a negative number should be entered in the “Amount” field.

Note: The “SBIR Fee Amount” will automatically calculate. SBIR is not taken or returned by BPMS
on prior year obligations.

= Save the record.
= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.
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Figure 15 - Agreements tab
= Verify the “Change in Obligation” matches the amount entered on the “Budget” tab in ARIS
(Figure 15). If the amounts do not match, return to ARIS and update the amount entered on the
“Budget” tab. For RSAs, the “Change in Obligation” will update once the accounting information is
entered on the “Accounting” tab in AIMS (Figure 17).

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct
(Figure 15). If it is not correct, return to the “Project Info” tab in ARIS and update it accordingly.

The following closeout statements will populate in the “Comments” field. Additional comments may be
added if necessary. If the comments are modified, you must modify them in ARIS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) The final performance and financial status reports have been received.

3) Final payment has been made.

4) All other terms and conditions remain unchanged.

If the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to
completion.”

Add one of the following statements to the closeout comments:

For deobligations: “This amendment deobligates $(enter amount) remaining FY xXxx funds.”
For Transfer of Disbursement Authority: “This amendment is processed to transfer disbursement
of authority in the amount of $(enter amount deobligated) to Agreement # (enter the new
Agreement #, if available). This is not a deobligation of FY xxxx funds. ”

Note: For RSAs, funds cannot be transferred to a new agreement.
Note: The system automatically enters the new amendment number in the Work record (Figure 15).

Save the record.
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Note: The system automatically clears all of the boxes on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 16).
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Figure 16 — Payment/Report tab and Provisions tab
= |f changes have been made, save the record.
= For RSAs, select the “Accounting” tab. For other types of outgoing agreements, go to Figure 18.

= Enter the Accounting Code(s), Fiscal Year and negative Dollar Amount(s) (Figure 17).

= (Click “Calculate.”
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Figure 17 - RSA Accounting tab

Note: The total amount on the “Accounting” tab will populate the “Change in Obligation” amount on
the “Agreements” tab (Figure 15) and the “ARS Reimb/Recv Accounting Total” on the “RSA Budget”
tab (Figure 20).

= Save the record.

Select “Forms” and “SOWY/Budget.”

The SOW/Budget screen will be displayed.
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Select the “Reimb/Recv (cont)” tab. For RSAs, go to the “RSA Budget” tab (see Figure 20).

= Agricultural Research Service - ARS E”E”zl
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Figure 18 - Reimb/Recv (cont) tab

= Enter the dollar amount to be deobligated in the “Amount of Deobligation” field.

Note: The system identifies the amount of deobligation as a negative (do not enter a negative sign).
» Click “Calculate” to calculate the “Total Costs” (Figure 18).

= Save the record.
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Error Message!
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Figure 19 - Reimb/Recv (cont) tab - Error Message

Note: An error message will appear if the Accounting Information entered on the “Budget” tab in ARIS
does not match the amount entered on the “Reimb/Recv (cont)” tab in AIMS (Figure 19). If necessary,
go back to the “Budget” tab in ARIS and correct the amount.
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For RSAs (Figure 20):

= Complete the RSA budget screen by entering the item number, description of Supplies or Service,
guantity, unit, and the negative unit price for each line item.

= Enter the originally assessed Indirect Cost Rate (%), if applicable.

= |f the particular supplies or services was not assessed the original indirect cost rate (ICR), mark the
corresponding ICR Exempt box and the system will not factor the particular line item amount in the
IRC being refunded.

Note: The system will automatically calculate the Grand Total and all other fields.

& Agricultural Research Service - ARS
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File Edit Record Prints Help
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Note: An error message will appear if the amount in the “ARS Reimb/Recv Accounting Total” does not
match the “Grand Total” on the “RSA Budget” tab (Figure 20). If necessary, go back to the
“Accounting” tab (Figure 17) and correct the amount.

Record: 11

Figure 20 — RSA Budget

=  Save the record.

= Exit the “Statement of Work/Budget” screen.

The Agreements Information screen in AIMS will be displayed.
=  Exit AIMS.

The 416/417 Records list screen will be displayed.
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Printing
= From the 416/417 Records Screen, highlight the project that you want to print.
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Figure 21a — AIMS REE-451 Figure 21b - 416/417 Executive Summary

= Select “Prints” from the Menu bar.
=  To print the AIMS information, select “AIMS Agreement Information” from the drop down
menu and then select “REE-451 with Comments” (Figure 21a). For RSAs, you must also select
“Create RSA” from the drop down menu to print the RSA Budget.

= To print the AD-416/417, Executive Summary, select “AD416/417” from the drop down menu
and then select “Exec —Pg1” (Figure 21b).

The document will display as a PDF file.

= Select “File” and “Print” from the drop down menu or select the Printer Icon = from the Tool Bar.
= (Click “OK” and the PDF file will print.

= Close the PDF file.

The 416/417 Records list screen will be displayed.
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Approving the Record for Deobligation and Closeout

= Select the “Signatures” tab.
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Figure 22- Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 22).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.

Note: If funding changes have occurred, the record will go to ONP and BPMS for concurrence and will
then appear in the active file.
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B. Closing out Incoming Agreements

1. Incoming Agreements Over $25,000
(Reimbursable or Trust Fund Agreements with a 416/417)

Changes in funding on an incoming agreement require the ADO to work closely with the ABFO or PA to
verify that the funding amounts are correct prior to closing the agreement. The ADO should not proceed
with closeout until they have received documentation of financial closeout from budget. Once the change
in funds is complete, follow the instructions below.

The ARIS project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created.

Creating a Work Record

* From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.
= Verify Status is expired.
Note: If project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.
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Figure 23 - Create Work Record - Closeout

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 23).
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Figure 24 - Marked Record Processing is Complete

The system will state “Marked Record Processing is Complete” (Figure 24).

» Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record for Closeout

= Select “Work” and “416/417/Agreements.”
The 416/417 Records list screen will be displayed.

= Mark the box to the left of the project that requires the closeout amendment or query the project
number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.
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Figure 25 - Project Info tab

= Verify the “Agr Status” is “Closed” (Figure 25).
= Ifthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly.

The following closeout statements will populate the “Remarks” field (Figure 25). Additional remarks
may be added, if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final payment has been received from the sponsor.
3) All other terms and conditions remain unchanged.
= |If the termination date was updated, add the following statement to the closeout remarks in the
“Remarks” field (Figure 25): “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to

close the project early due to completion.”

= |f funding changes have occurred, add the following statement to the closeout remarks: “This
amendment reduces the FY xxxx funding by $(enter amount).”

= |If changes have been made, save the record.

= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.

34



& Agricultural Research Service - ARS
’:-‘_ﬂ Agricultural Research Information System (ARIS) - Work - AIMS

File Edit Forms Reports Prints Help

S RO 2 GE &

New Amendment
Number

AT_BES Agreement Information /
pvits AgreementNo (S5 (5438 5 | 417 | | Control [20044 Wo[01  Correction (v [N
Projectio (5438 (32000 (028 (07 [T Acen Mo (412969
Agreements | Agy/ADODRFinance G Info ; )
Type of Agreement ([l |TRUST FUND COOPERATIVE AGREEMENT 2
Specialist
*Hame (Last,First,MLSuffix) [ CULRATING [1amEs e[ 2]

Authority |7 U.5.C.3318 (b)

Period of Agreement

Start Date [03/01/2008 Duration (Months) |7
Prior Obligation | $100,000.00  Change in Obligation | $0.00 Total | $100,000.00

Comments |1} Thi= amendment officially closes the agreement, which has &
reached its term date

2) Final payment has been mwade
2w

1 Arhar Ffavme send candiriane cemedin anehenoed

Record: 171 . | ListofValu..

Figure 26 — Agreements tab

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct.
If it is not correct, return to the “Project Info” tab in ARIS and update the term date accordingly.

The following closeout statements will populate the “Comments” field (Figure 26). Additional
comments may be added, if necessary. If the remarks are modified, you must modify them in ARIS as
well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final payment has been received from the sponsor.
3) All other terms and conditions remain unchanged.

= If the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to
completion.”

= |If funding changes have occurred, add the following statement to the closeout comments: “This
amendment reduces the FY xxxx funding by $(enter amount).”

Note: The system automatically enters the new amendment number in the Work record (Figure 26).

= Save the record.
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Note: The system automatically clears all of the selections on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 27).
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Figure 27 — Payment/Report tab and Provisions tab

= Save the record.
= Exit AIMS.

416/417 Records list screen will be displayed.
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Printing

= From the 416/417 Records Screen, highlight the project that you want to print.
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Figure 28a — AIMS REE-451

= Select “Prints” from the Menu bar.
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Figure 28b - 416/417 Executive Summary

= To print the AIMS information, select “AIMS Agreement Information” from the drop down
menu and then select “REE-451 with Comments” (Figure 28a).

= To print the AD-416/417, Executive Summary, select “AD416/417” from the drop down
menu and then select “Exec —Pgl” (Figure 28b).

The document will display as a PDF file.

= Select “File” and “Print” from the drop down menu or select the Printer Icon = from the Tool Bar.

*  Click “OK” and the PDF file will print.

= Close the PDF file.

The 416/417 Records list screen will be displayed.
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Approving the Record for Closeout

= Select the “Signatures” tab.
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Figure 29 - Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 29).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.

Note: If funding changes have occurred, the record will go to ONP and BPMS for concurrence and will
then appear in the active file.
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B. Closing out Incoming Agreements

1. Incoming Agreements less than (or equal to) $25,000
(Reimbursable or Trust Fund Agreements without a 416/417)

Changes in funding on an incoming agreement require the ADO to work closely with the ABFO or PA to
verify that the funding amounts are correct prior to closing the agreement. The ADO should not proceed
with closeout until they have received documentation of financial closeout from budget. Once the change
in funds is complete, follow the instructions below.

The ARIS project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created.

Creating a Work Record

*  From the Research Documentation/Extramural Agreements screen, select “Active” and “Incoming
Agreements” from the Menu Bar.

The query screen will be displayed.

= Enter the log number, control number, or agreement number to find the project, and select “Query”
and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the Incoming Agreements Records list screen.
= Verify Status is expired.
Note: If the project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.

GJ 1 Create Work Record - Amendment c.. ?

Create Work Record - Correction
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Record: 811

Figure 30 - Create Work Record - Closeout

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 30).
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Figure 31- Markéd Rec:)rd Processing i.s Complete

The system will state “Marked Record Processing is Complete” (Figure 31).
= Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will display.

Amending the Work Record for Closeout

= Select “Work” and “Incoming Agreements.”
The Incoming Agreements Records list screen will be displayed.

= Mark the box to the left of the log number that requires the closeout amendment or query the log
number, control number, or agreement number to find the project.

= Select the “Project Info” tab.
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Figure 32 - Project Info tab
= Verify the “Agr Status” is “Closed” (Figure 32).
= If the agreement has ended prior to the original expiration date, update the “Term Date” accordingly.

The following closeout statements will populate the “Remarks” field (Figure 32). Additional remarks
may be added, if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final Payment has been received from the sponsor.
3) All other terms and conditions remain unchanged.

If the termination date was updated, add the following statement to the closeout remarks in the
“Remarks" field (Figure 32): “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to
close the project early due to completion.”

= |If funding changes have occurred, add the following statement to the closeout remarks: “This
amendment reduces the FY xxxx funding by $(enter amount).”

= |If changes have been made, save the record.

Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.
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Figure 33 - Agreements tab

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct.
If it is not correct, return to the “Project Info” tab in ARIS and update it accordingly.

The following closeout statements in the “Comments” field (Figure 33). Additional comments may be
added, if necessary. If the remarks are modified, you must modify them in ARIS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final Payment has been received by the sponsor.
3) All other terms and conditions remain unchanged.

= |f the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to
completion.”

= |f funding changes have occurred, add the following statement to the closeout remarks: “This
amendment reduces the FY xxxx funding by $(enter amount).”

Note: The system automatically enters the new amendment number in the Work record (Figure 33).

= Save the record.
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Note: The system automatically clears all of the selections on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 34).
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Figure 34 — Payment/Report tab and Provisions tab

= Save the record.

= Exit AIMS.
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The Incoming Agreements Records list screen will be displayed.
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Printing

= From the Incoming Agreements screen, highlight the project that you want to print.
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Record: 4/6 . <0SC»>

Figure 35 - Print Options - AIMS

= Select “Prints” from the Menu bar and “AIMS Agreement Information” from the drop down menu
and then select “REE-451 with Comments” to print the necessary AIMS information (Figure 35).

The REE-451 will display as a PDF file. -
= Select “File” and “Print” from the drop down menu or select the Printer Icon 2 from the Tool Bar.

*  Click “OK” and the PDF file will print.
* Close the PDF file.

The Incoming Agreements Records list screen will be displayed.
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Approving the Record for Closeout

= Select the “Signatures” tab.

& Agricultural Research Service - ARS

"'E_E Agricultural Research Information System (ARIS) - Work Incoming Agreement
Eile Edit Action Record Eorms Prints Help
S € N[z Glda4r p &g
R|§ Incoming Agreement Records
= e Log |0000035463 Modecode (54 42 (0515 Status |Expired
| Lst | Projectinfo = Comments SOFFunds Dealings/Ethics ObjisppiKey WorkiDeliver Orginhouse | Coding it
Title Hame (Last, First, M, Suffix) Date Approve Disapprove Remarks
Research Leader | [ r[ [ r r r =
CDADDAD [ [ [T [ r r o=
a0 [ [ [l [ r |
ABFO [ [ rl [ r r r gPﬂmmmnl
Area Director 2l [ [ [ r r (mil " ||
aDO (4069 2 |GREGOR [BERMADETTE [E[ [ i r r =
Headquarters
Wt [ 2l [ u [ rr rm
HPL2 2l [ [l | r o rm
HPL3 Il [ [l [ r .
BPMS =l [ [T [ r Crm
DA =l [ | [ r Cors|
Clear Signature
Record: 11 5 =0SC>

Figure 36 - Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 36).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.

Note: If funding changes have occurred, the record will go to BPMS for concurrence and will then
appear in the active file.
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Appendix 1: Instructions on How to Amend the Project to Expired Status
The ARIS Project must be expired before the Agreement can be closed in ARIS/AIMS. If the Project is
still active but the period of the agreement has expired and will not be extended, you must update the
status of the Project with a correction amendment prior to processing the close-out amendment.

Creating a Work Record - Correction

*  From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.

= Jf Status is “Active,” Select “Action” and “Create Work Record — Correction” from the Menu Bar.
The system will state “Marked Record Processing is Complete”

= (Click “OK” and the Work record will be created.

Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record

= Select “Work” and “416/417/Agreements.”
The 416/417 Records list screen will be displayed.

= Mark the box to the left of the project that requires the correction amendment or query the project
number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.

= Select “Expired” from the “Status” drop down menu.

= Save the record.

= Select the “Signature” tab and approve the record.

= Save the record.

The project will move to “Status” until the overnight approval process occurs. Once completed, the

project can be found in the “Active” file and will be available to be closed according to the Sections A
and B of the ARIS/AIMS Closeout Instructions for Extramural Agreements (Page 11).
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EXHIBIT 3

HEALTH AND HUMAN SERVICES
(HHS)/PAYMENT MANAGEMENT
SYSTEM (PMS)
CLOSEOUT INSTRUCTIONS

September 2009
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HHS/PMS Closeout Instructions

Once the ADO has determined that an agreement can be closed in HHS/PMS the ADO will provide a
copy of the closeout amendment (REE-451) from ARIS/AIMS to the appropriate Area employee
responsible for maintaining the HHS/PMS.

The ADO or the responsible person for HHS/PMS should check the accounting system to ensure that the
agreement information matches the closeout information and prints the screen for the official file.

Closing an agreement in HHS/PMS is a 2-step On-Line Authorization process. A user can have both on-
line authorization capability and approve on-line authorization capability; however, the user who enters
an on-line authorization cannot approve the same on-line authorization.

User #1:

Logs onto HHS/PMS

Prints FCO/E Report

Click on Authorization menu option

Click on On-Line Authorization

Fills in the blanks on the On-Line Authorization form
Clicks Submit

User #2:

Logs onto HHS/PMS

Click on Authorization menu option

Click on On-Line Authorization Approval

Click button to the left of the authorization transaction to approve
Click Select

Review on-line authorization for correctness

Click on Approve or Disapprove

The following 4 sections outline the agreements closeout procedures in HHS/PMS.

A, HOW 0 Logon t0 HHS......o e et 49
B. HOW t0 Print FCOE/REPOI.......ociiieiiceecte sttt sttt st st nas 52
C. How to Enter On-Line AUNOMIZAtIONS. ........covoiiiiiiieiie e 56
D. How to Approve Online AUthOFIZatioNS...........couviiiiiiiiiiiee e 62
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Section A
How to Logon to HHS

Go to the HHS Division of Payment Management Web site: http://www.dpm.psc.gov/

23 Division of Paymenl Management - Microsofl Inlernel Explorer

Fle kdt Ve  Favortes  lools  Help ﬂ'
Y Al A | P a W '
Qe @ WA Pue Seroms @ 3-5 W -[ |
Address @htt;;”www,dprr,psc,govll' ¥ '—} G lns ¥
A
United States, Departwsentof C|ICk
Health ~ Human Services Here
'7 Program Suppart Center
Financial Manag:ment Service
DW|SIOH 0[ Payment Management Payment Manag&ment System « SmartLink «Electronic 272
About Us
fiwarding Agency Info
Contacts Welcome to the Division of Payment Management web site!
L Gov
FARS/FAGA For Help Desk assistance, please click here
Grant Recipient Info Far Passward resats ar requests, please rlick hers
Grants.goy
Help
Job Opportunities Wa'ra Ioukirg forward to recalving your commants in our surveys and your amails to us and
the opportunity to becter serve youl
News & Events
Trzining In an effort 1o review our performance standards and services we provide, pleaze visit the
En Espafiol Program Support Center web site by dicking here,
New and Improved Feature! Spanish Translation - For Genaral Instructions for PSC272
Repart and Rales & Respansibiities, please click here,
Budit Confirmation information - please dick here. -
DUNS number reyuirement infurmalion - pledse dick here,
272 reporting due dates information - please click here!
L 8UPPOp.. ¥
@ ' Internet

e Click on the “Payment Management System” link at the top, center of the page.
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http://www.dpm.psc.gov/

n of Payment Management - Microsoft Internet Explorer

e
File Edt Wiew Favortes Tools  Help L
@ Back ~ () |ﬂ @ Ol f ) Search 'ii( Favorites  {£4) - ?' ] ~ ij
Address |@ http: v dpm . psc.govfaccess_pmsisystem_status, aspx Links ¥
~
Unitedd Startes, Department of 5
Health - Human Services
ﬁ Program Support Center
Financial Management Service
Division of Payment Management #ajmenin System-SmariLink-Electronic 272
ADoutls DPM Secure Systems Login Links Click
Awarding Agency Info
Contacts Here
E-Gov Please select your desired service:
FARS/FAGA i
f A : atus
Erent (EEpisn? i Service 3s of 7/24/2008 9:37:45 AM EDT
Grants.gov
Help s SmartLink Payment Request Available
Job Opportunities ®* Payment Management Syste Available
MNews & Events ® Electronic 272 Reporting Available
Training
EnlE=panol THIZ IS A U5, GOVERMMENT SYSTEM AMD IS FOR THE USE OF
AUTHORIZED USERS ONLY. INDIVIDUALS USING THIS COMPUTER
SYSTEM WITHOUT AUTHORITY OR IM EXCESS OF THEIR AUTHORITY, ARE
SUBJECT TO HAMIMNG ALL OF THEIR ACTIVITIES ON THIS SYSTEM
MONITORED AMD RECORDED BY SYSTEMS PERSOMNNMEL. W
IN THE COURSE OF MONITORING INDIVIDUALS IMPROPERLY USING THIS
SYSTEM, OR IN THE COURSE OF SYSTEM MAINTENANCE, THE ACTIVITIES
OF AUTHORIZED USERS MAY ALSO BE MOMITORED.
ANTONE USING THIS SYSTEM EXPRESSLY COMSENTS TO SUCH
MOMITORING AND IS ADVIZED THAT IF SUCH MONITORIMG REVEALS
POSSIBLE EVIDENCE OF CRIMINAL ACTIVITY, SYSTEM PERSONNEL MAY
PROVIDE THE EVIDEMCE OF SUCH MONITORIMG TO LAW ENFORCEMEMNT
COFFICIALS,
MNOTICE: U.S. Government Cormputer, Unauthorized Use Prohibited by Title
18, U.S.C. v

B Internet

e Click on the “Payment Management System” link.

eBack < \_/J |ﬂ @ _h ;j Search \g,'l'\"(Favorites @ [‘

.
Address ‘Q http: [ feaws. dpm.psc. oov/faccess_pmsgsystern_status, aspx
_/ Uniteyt 3taes, Department of )
Health ~ Human Services
ﬁ Program Support Center
Financial Management Service
Division of Payment Management &5 O ~SmariLink -Electronic 272

Connect to pmssecure. dpm.psc.gov
About Us DPM Secure
Awarding Agency Info @
Contacts O '\ﬁ\
E-Guw Please selact your desir AR
FARSfFAGA
Grant Recipient Info Service Fayment Managemant 2ystam &AM EDT
Grants.qov
Halp e SmartLink Paym| UYser e £ ~|
Job Opportunitics e Payment Manag| Passwned: [ |
NH\‘:VB- & Ewenls = Electronic 272 K [CIremember my password
1raining
Em Eomeril THIS IS A U.g
AUTHORIZED
SYSTEM WITH hRE
SUBJECT TO

MOMITORED ATID RECORDED BT ST STEMS PER S OTHEL,

IN THE COURSE OF MONITORING INDIVIDUALS IMPROPERLYT USING THIS
SYSTEM, OR IN THE COURSE OF SYSTEM MAINTEMANCE, THE ACTIVITIES
OF AUTHORIZED USERS MAY ALSO BE MONITORED,

ANYOME USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH
MONITORING ANMD IS ADWISED THAT IF SUCH MOMITORING REVEALS
POSSIBLE EVIDENCE OF CRIMINAL ACTIVIIT, ST5 IEM PERSONNEL MAT
FROVIDE TIIC CWIDEMCE OF SUC| MONITORING T LaW CNIORCCMONT
OFFICIALS

MOTTCF: 1.5, GGavernment Compotere. Hinantharized Hse Prohibited by Title
18, U.S.C.

e Enter your Username and Password into space provided in the Login Box.
e Click “OK.”
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2 hitps://pmssecure. dpm. psc.gov/pls/pmsprod/pms. home - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

P Back - ) |ﬂ @ F ;‘J Search in‘\'_(Favomtes L [_-:':;- :\; = - )
FDrWardL - } ) nl -

Address [&] https:ipmssecure.dpm.psc.gav/plsipmsprodipms. home

Health and Humman Services
Pavment Management System

Stromgly Aecommend Downlozding
Larteat Vst UF Srunar (Gifuh Abuve])

[ Click Here for Access to the Payment Management System

Your Password expires in 60 days
5 Affer enfering PIMS by clicking on fhe bar above,
Use My Wser lnfo 2f fhe boffonr of the meny fo Charge Fassword

Messages from DPRI

L For more information abiowt this Website L
Call the Help Desk at (301) 443-4854, or Send E-Iail to info@pse gow

= B

@

Click
Here

2 & Internet

e Click on the “Click Here for Access to the Payment Management System” access bar.

You are now logged on to HHS/PMS.
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Section B
How to Print FCOE/Report

2 https:{/pmssecure. dpm. psc.govipls/pmsprod/pms_start. pms_|

File WM view Favorites Tools  Help

e
Qe - () |ﬂ @ ., /'?sEarch ‘5":=(Favurites o - a2 ] i

Address [ @] hitps:ijpmssecure, dpm.psc  gowiplsjpmsprod pms_start.pms_frame_set

The Paument
Management System

T The Division of Payment Management

User: WFL1KLH
Click

THU 07/24/2008
Here

v ks >

- PAYMENT
MANAGEMENT
SYSTEM

* Collapse Al

Expand All

k Inguiry
Reports

P Authorization
My Us ifo

pse £

The Division of Payment Management is within the
Financial Management Service of the
Program Support Center of the
U. S. Department of Health and Human Services

&] Done

2 & Internst

Click the “Inquiry” link on the side bar, and an expanded list of inquiries will appear beneath the
link.

ZA https:/ipmssecure. dpm. psc.gov/pls/pmsprod/pms_start. pms_frame_set

Microsoft Internet Explorer,

File Edit View Faverites Teols Help
Qe - ) x| (] n D ssanch 5l Favores £2) - & | §
address [&] ure .o iprns_skart.pros_Frarne_sst ~| Go Links =

PAYMENT soraen Halp
S\E:‘I[EENJ Payment Management System Inquiry

Pf"zd‘;'??iﬂ" Select only one Inquiry Type
e (ACC) - Bank Account Information ~
"I'srﬁju"{vikflﬁh": (AILITHTIC) - Authorization Transactions
Y (AUTHTC-E) - Authorization Transactions Extended
- (BK) - Bank Name Information
¥ Collapse Al C||Ck (BRIEF) - Brief Account Information 5
P Expand Al I nquiny Typed| (CA4R) - Drganization Characteristics and Address
Here (CAR-E) - Organization Characteristics Extended
~naquir (CHG-ADV) - Charging Transactions
T (DET) - Disbursement Transactions
(DCLE) - Document Data Displayed on 272 Report
Stored Inquiries (DOC) - Document Summary of Auth, Disb & Charge d-Adv Amounts
P Stored Parameters (DOC-E) - Document Surmary Extended v
P Expanded Inquiries
Deleted Grants Inquiry [Cancel |
View Payment Comments (concel ]
P Reports
P Authorization
My User Info
] dlick to expand nested items 5 @ Internet

e Click on “Adhoc Inquiry” to be prompted to this screen.
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22 https:/pmssecure. dpm. psc.gov/plsipmsprod/pms_start.pms_frame_set - Microsoft Internet Explorer

Favorites  Tools  Help

€ & @

File Edit  ‘View

Qe+ - ©

) <= i i) -
Search 7 Favorites {4} =

7

Address | @] https: {fpmssecure. dpm. psc, gov/plsjpmsprod/pms_start, pms_frame_set:

Links **

| B o

Seraan Halp

PAYMENT

MANAGEMENT
SYSTEM

Production
2617
User: WFL1KLH
FRI 07/25/2008

¥ Collapse Al
P Expand 41

luguiry
Adhoc Inquiry

P Expanded Inquiries
Deleted Grants Inguiry
View Payment Co nts

4 Reports

€] Click to expand nested items

Click
Here

Payment Management System Inquiry

Select only one Inquiry Type

(DET) - Disbursemen Transactions
(DCL-E) - Document Data Displayed on 272 Repornt

(DOC) - Document Summary of Auth, Dish & Charged-Ady Armounts
(DOC-E) - Document Summarny Extended

(DOC-MN) - Document Summary Account Totals

Inquiry Type:

(FCO) - Document Data wf FCO Segments
FCO-E) - Document Data wf FCO Segments Extended

(FCT) - Surmmary Diata for FY/CARN
{F1) - Partial EIN ar PIN Search Provides Full EIN
(FIN) - Account Financial Data Summary
{FIN-E) - Account Financial Data Summary - Extended
s

{1 1OLD) -1 lold Cile Status

Extended,” then click “Continue.”

Favorites  Tools

= &

File  Edit  Wiew

(P Bark ~

Help

\
_al

) Search

P

<7 Favarites €4} - &

Address |#] https:/{pmssecure.dpm.psc.govipls/pmsprodpms_start. pms_frame_set

2 & Internet

osoft Internet Explorer

= =

Scroll down on the “Inquiry Type” list and select “(FCO-E) - Document Data w/ FCO Segments

Links **

~

PAYMENT
MANAGEMENT
SYSTEM

Production
2.6.17
User: WFLTKLH
THU O/ 242008

¥ Collapse Al
P Expand All

Adhoc Inquiry
Stored Inquiries

P Stored Parameters

P Expanded Inguiries
Deleted Grants Inquiry

P Reports

P Authorization

My User Info

@] Click to expand nested itams

View Payment Comments

Payment Management System Inquiry

Stare Inquine: () no () ves

Inquiry Name:

Soreen Help

Inquire Type:(FCO-E) Document Data wif FCO Segments Extended

Fun Inquiry

Enter only OME of these parameters

My Stored Fayees
or Other User's:
of User ID

ar Payee fock

EIN
Organization Hame

Subaccount:

[] Unscheduled Paymants Only

My Stored Grants:
ur Ol Use s,

of User ID

~

Cancel

(Mot Stored)

or FIN

Tranz Code;

[ Pending Payments Onhy

Enter only OME of these parameters

(Mot Storecd)

2 & Internet

e The FCO-E Inquiry search screen will appear.
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et - Microsoft Internet Explorer,

File Edit Wigw Favorites Tools Help
Q=+ - ©  [€ B @S - & &
Address | @] https:/jpmssecure dom.psc.goviplsfomsprod/pms_start.pms_frame_set v B s unks 2
or Payee Acet ar PIN -~
PAYMENT
MANAGEMENT FiN
SYSTEM Drganization Mame:

Suhacnnnt Trans fada

[ unschedulea Payments aniy [ Pending Payments oniy

Production
2617
User: WFL1KLH
THU 07242008

Enter only ONE of these parameters

My Stared Grants|

:Cn\lagse All or Other Usar's: (Mot Stored)
Ezpand All of User I
vMM or Mew Ageney ID: or Old Agency Code: or Op Diw

Type

Here

Coscument Status

Adhoc Inqniry
Stored Ing es

P Stored Parameters

P Expanded nquiries
Deleted Grants Inquiry
View Payment Comments

P Reports
P Autho

ar Grant Award:

Fiseal rear

can

[] charged > Autharized

[] pisbursed > Autharized

Posted Date Rangs
Fequest Date Range

Paid Date Range

Fun Inguiry

= & Irternet

&] Click to expand nested items

e Scroll down to the 4" section. In the “or Grant Award” box, enter the grant/agreement ID number
(without hyphens) i.e., 5853485760.
e Click “Run Inquiry.”

2 https://pmssecure. dpm. psc.gov/pls/pmsprod/pms_start
Edit

et - Microsoft Internet Explorer

Fils Tooks  Help >

Address | 4] https: jfpmssecure.dpm. psc. gov/pls{pmsprodjpms_start.pms_frame_set

View  Favorites

i <Yy -
> Favarites {51 P

Links =~

. aGo

10:55:33 AN b’

INQUIRY: Document Datas w/ FCO Secgmwents Extended DATE: 07/24/2008 TIME:

PAYMENT
MANAGEMENT
SYSTEM

*%% SEARCH PARAMETERS TR r Rt r st ittt it a e a T a A AR TR AR AR RRN AT

GRANT AWARD: 5353435760
B R R

FACCTHE FDIN® ®%xsEIN® w8 5%
SBMZYP BMZY 1816010045A6
HHS-REG: 08 STATE: MT FMT:

FEEEFOUMSFHH %% wasas st s0rganization Neames s rssss
625447952 MONTAMA STATE UNIVERSITY

Rradicdlon ACH STOF: N MAN-REV: N 272Z: File GROUF:

2.6.17
User: WFL1KLH

F54 USER: YWNESEVL

IHU U/ 72472008

w

< >

AGYF RETFRGRANT DOCTREERT

FEEEFETIS K& 8%

FEEFAUTHORIZED ** %%
FEFCANCELED AUTH**
**DoC FUTURE AUTH*

FEEFDISEURSED®® %%
**CANCELED DIZE**
**DOC SNAP DISE**

FEE T RCHG—ADVE T T TT
*HFCANCELED CHG**
**DOC SNAP CHRG**

*RPT DISE™®

Collapse All EEERFCORB R TR R AL **FCO AUTHORIZED** **FCO DISBURSED** ***FCO CHG-ADV*** *3UE ACCT*
> Eaxpand A1 ##*BEGH® # & #END#* #%FC0 FUTURE AUTH# ##FC0 SMAP DISB#% #+FC0 SNAD CHRGES
hid 5853485760 11,700.00 11,700.00 11,700.00 06/30/2007
'Inquily - 00 - 00 - 00
Adhoe Inquir 151601004546 .00 11,700.00 11,700.00
—l—Y. Z005-XAWPED1-4521 11, 700.00 11, 700.00 11,700.00 53485760
Stored Inquiries 08/25/05 07/31/07 .00 11,700.00 11,700.00
P Stored Parameters
4 Expanded Inquiries **DOC AUTHORIZED** ***DOC DISBURSED*® ***DOC CHG-ADVF*%%
e e T #*DOC CANCEL AUTH® *DOC CANCEL DISB*% *%0OC CANCEL CHG®®
4% #*DOC FUTURE AUTH* *#*DOC SNAP DISE** *#**DOC SNAP CHRG**
View Payment Commen #*#*FCO AUTHORIZED®# ###FCO DISBURSED®*® #%+FCO CHG-LDV## %
P Repons #**FCO FUTURE AUTH® #**FCO SNAP DISE®* ***FCO SNAP CHRG**
b A rization TOTAL: 11, 700.00 11, 700.00 11, 700.00
My User Info -0o .00 -0o
.00 11, 700,00 11,700.00
11,700.00 11, 700,00 11,700.00
.00 11, 700.00 11, 700.00 HITS:
OPEN & CLOSED: 1,452,343.00 1,287,767.75 1,364,272.43 CT:
OPEN: 1,213,865.56 1,049,290.31 1,125,794.99 CT:
CLASED: 238,477 .44 238,477.44 238,477 .44 oT:

&] Click o expand nested items

e The FCO-E table for the specified grant/agreement will appear.
e Change the print layout to “Landscape” and print the FCO-E report for the file and to refer back
to during the closeout process.
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Sample FCO-E Report

B

2 https:/pmssecure. dpm. psc.govipls/pmsprod/pms_start. pms_frame_set - Microsoft Internet Explorer

Fle Edit ‘iew Favorites Todls  Help

A o JL. ; :” T' G
@Back 7 \ﬂ @ "l\l / ' Search ‘1,.’\.[.* Favories {:‘j by g

1

[
I

Address :Lféj hitps: fpmssecure. dpm.psc. qov/pls/pmsprodfpms _start.pms_frame_set

7l L
\: ! Go Links

GRANT LWARD: 5834302302

TRCCTHE SPINE SERREETrES
6J28F  6J28

LGYH #ex$*GRINT DOC*st&&%

TERSEEIN A RE RS

FERRTCORAERER AR S

TREREGEE FRAENDES

¥ 5854302302
148077175147

2002-xrP201 S
02/01/02 01/314
2002-ZANP293-4521
02/01/02 01/31/04
2003-ZANP301-4521
02/01/02 05/31/05
2003 - 4521

i

TAL:

wxwxwwwxwwwxwxwxwwwxwwwx%wwxwxwxwx

229773554

uz/0y/0z :Elj;.;:ﬂ.}fﬂ-'- .

INQUIRY: Document Data w/ FCO Segments Extended

tht SEARCH PARAMETERS fdtftdfs s tddataataattastssstasss

#444 ) ITHORIZED #+ 4+
+H4CINCELED AUTH#
#10C FUTURE LUTH?
#4100 AUTHORIZED#+
+1FCO FUTURE LUTH?
119,507.00
5,535.00
.00
5,535.00
.00
§0,300.00
.00
5,000.00
.00
48,972.00
.00

FAOOC AUTHORIZED**
FAOOC CANCEL LUTH*
FHOOC FUTURE AUTH*
FAFCO AUTHORIZED**
**FCO FUTURE AUTH*
118, 807,00
5,535.00

.00

118,507.00

00

TNg# a7 sxvseass0rganization Nametsseses
KAN3L3 STATE UMIVERIITY
HES-BEG: 07 STATE: K3 PMT: ACH 3TOP: N MAN-REV: N 27i: File GROUP: F84 USER: VNKBEVL

FHEADISEURSED*# %%
FRCANCELED DIZE**
*HDOC SNAP DISB**
*3FCO DISBURSED**
*HFCO SNAP DISEB**

GAE00E TINE: 12:13:40 PN

™~
1]

FEERETAAEIRLS ALY

FErERCHG-ADVHE*es SPPT DIZE®
TERCANCELED CHG®
*A0OC JNAP CHRG**
TERFCO CHG-ADVH** *3UE ACCT®
*AFCO JNAP CHRG**

119,507.00 118,507.00 06/30/2007

5,535.00 5,535.00
119,507.00 118,807.00

5,535.00 5,535.00 54302302

5,535.00 5,535.00
60,300.00 60,300.00 54302302
60,300.00 §0,300.00

5,000.00 5,000.00 54302302

5,000.00 5,000.00
48,972.00 48,972.00 54302302
48,972.00 48,972.00

*A*DOC DISBURSED** ***DOC CHG-ADV***%

*DoC CANCEL DISB##
*EADOC SNAP DISB**
FRFFCO DISBUR3ED#*
TEEFCO SNAP DISB**
118,807,00
3,535.00
118,807,00
118,5807.00
118,807,00

#HO0C CANCEL CHG*
THEDOC 3NAR CHRG*
THEFCO CHG-ADV*#+%
THEFCO 3NAR CHRGH
119,807.00
3,535.00
119,807.00
118,807.00
118,807.00

HIT3:

R3 D3

RI CT
F3

0

KEY

1: Issue Date

2: Award Number
3: EIN

4: Object Class

5: CAN

7: Budget Start
Date

L 4

@ {lick to expand nested feems

é 0 Inkernet
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Section C
How to Enter On-Line Authorizations

Closing an agreement in HHS is done on the same screen that is used to open or amend a
grant/agreement. To close a grant/agreement you must close it using the On-Line Authorization.

A hittps:/pmssecure. dpm. psc. goviplsipmsprod/pms_start, pms._frame_set - Microsft Internet Explorer
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e Click “Authorization” on the left-hand sidebar. Four authorization options will appear below it.
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Click on “On-Line Authorization.” The system redirects to the On-Line Authorization screen.
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e Complete the following information on the “On-Line Authorization” form using the information
on the Document Data w/FCO Segments Report printed previously. (See sample Document Data
w/FCO Report on Page 53 of these instructions.)

o Issue Date: Date you are doing the close-out. (See #1)
o Award Number: Grant/Agreement number with no dashes. (See #2)

o Document Reference: Will always be “ARS”

o Fiscal Year: Most current fiscal year (if multiple). Closing only one FY will close the
whole grant (See #8)

o Awarding Agency ID: “FAGAXA?” with the (?) representing the unique alpha letter for
your Area, i.e. “FAGAXAW”

o Old Agency Code: Leave blank

o CAN: 4 digit alphanumeric funding code or source (appropriation) assigned by ARS the
awarding agency; Common Accounting Number; also referred to as Internal Org Code.
(See #5)

o Object Class: 4 digit alphanumeric Object Classification code assigned by the ARS
awarding agency; it is a further breakdown of funding under a CAN. (See #4)

o Transaction Code: "050" for initial, amendment or follow-on transactions "059" to close
a grant/agreement, ARS does not use 055 or 056. To close an agreement, the code is
always “059.”

o Reverse Code: Usually “1- Normal,” but if the authority of the grant is being reduced at
the same time it is being closed, use “2- Reverse.”

o Modifier Code: "3" for initial obligation "5" for follow-on transactions or amendments.
Always use “5” when closing.

o Budget Start Date: Date that appears on the FY you are closing

o Budget End Date: Last date the agreement was extended to. (See #6)

o EIN: Must be exactly as it appears on the FCO-E print-out {12 digits}. (See #3)

o DUNS: Leave blank.

o Incremental Amount: Leave blank if the authority of the grant is not being reduced.
o Special Report Code: No

o Federal Government: No
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Print the screen before clicking “Submit.” All of the information entered to this point will be

saved.

e Click Submit.
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If all information was entered correctly, a screen verifying the completion will appear.
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o If there are problems with the data entered, you will receive a list of error messages that you can
scroll down to read. At this point you may:
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e Correct the problems and click “Correct” until all of the problems have been corrected and the
transaction is accepted. The verification screen will then appear.

e Click “Cancel” to exit the transaction temporarily. As long as you have clicked “Submit” at least
once before cancelling, your information will be saved and can be retrieved later to complete the
transaction using the Correct Exception menu option.

If the transaction was completed the Authorization is awaiting approval. Approving an on-line
authorization is accomplished using the On-Line Authorization Approval function of the PMS.

Once the on-line transaction is completed, to totally complete closing out the grant/agreement, the
approving official must approve the transaction on-line.
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Section D
How to Approve Online Authorizations

To approve authorizations entered into the system through the On-Line Authorization feature of the
HHS/PMS, you must do the following:

Go to the HHS Division of Payment Management Web site: http://www.dpm.psc.gov/
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e Click “Authorization” on the left-hand sidebar. Four authorization options will appear below it.
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e Click “On-Line Authorization Approval” on the left-hand sidebar. Selecting this option will
present a list of authorizations to approve.
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¢ Click the agreement you want to approve.
e Click the select button.

o The On-Line Authorization, as entered in its entirety, will display. Review the
authorization transaction. The Approver cannot change any data; all the fields are
protected. If the transaction can be processed then Approve the transaction.
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Review the information associated with the authorization. At this point you may:

o Click “Approve” to approve the authorization. You will be presented with a screen
confirming the transaction is complete.
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To perform the same transaction click on the “Repeat Same Transaction Type,” otherwise choose
a new transaction from the system menu.
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o Click “Reject” to reject the authorization. You will be presented with a screen
confirming the rejection which will permanently delete the authorization record, or click
Cancel Delete.” To perform the same transaction “click” on “Repeat Same Transaction
Type,” or choose a new transaction from the system menu.

= TO REJECT THE AUTHORIZATION TRANSACTION:

= The On-Line Authorization, as entered in its entirety, will display. Review the
authorization transaction. The Approver cannot change any data; all the fields
are protected. If the transaction cannot be processed then “Reject” the

transaction.

= If the transaction is deleted and it needs to be corrected and processed, then
it must be reentered using the On-Line Authorization screen.

o Click “Cancel” to take you back to the preset list of approvals.
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You may now either logout of HHS/PMS or you may perform another transaction.
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EXHIBIT 4

Seple Dealligation Letfer
USDA
=

Research, Education, and Economics
Agricultural Research Service

Date

Attention:
Name
Address (send via e-mail)

Re:  Agreement NO. XX-XXXX-X-XXX
Title
Principal Investigator

Notification of Official Closeout

Dear:

Enclosed is a fully-executed copy of Amendment No. 1 of the referenced agreement which
reduces the Federal obligation by $xxx.xx, in order to deobligate the remaining balance of

unexpended funds. This is an administrative change which does not require your
representative’s signature. Accordingly, this agreement is hereby officially closed.

If you should have any questions, please do not hesitate to contact me.
Sincerely,

NAME
Authorized Departmental Officer

Enclosure

cc: (send via e-mail)
ADODR
AO
ABFO
PA
NFC
Agreement File
des

Address of Servicing ADO

67



EXHIBIT 5

Senmple Closeout Letier

USDA
—
United States Department of Agriculture

Research, Education, and Economics
Agricultural Research Service

Date

Attention:
Name
Address (send via e-mail)

Re:  Agreement NO. XX-XXXX-X-XXX
Title
Principal Investigator

Notification of Official Closeout
Dear:

Our records indicate the referenced Agreement expired on (Enter Date). We have received all
final reports and final payment has been made. Accordingly, this agreement is hereby officially
closed.

If you should have any questions, please do not hesitate to contact me.
Sincerely,

NAME
Authorized Departmental Officer

cc: (send via e-mail)
ADODR

AO

ABFO

PA

NFC

Agreement File
Jes

Address of Servicing ADO
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